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ASSI STANT DI RECTOR OF COMMUNI CATI ONS

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses a responsible admnistrative and
supervisory position in the Conmmunications Division of fire
departnment operations, the primary duty of which is directing
t he operation of the communications division. The enployee of
this class is responsi ble for evaluating the work performance of
subordi nate enpl oyees and providing technical assistance when
needed. The Assistant Director of Conmunications works wth
little supervision, receiving only general instructions fromthe
Di rect or of Comrmuni cati ons, and perform ng i ndependently i n nost
ar eas. This class ranks directly below that of Director of
Conmmuni cati ons.

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which may be assigned. neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Assists in directing the operations of the conmunications
division. Plans, organizes, assigns, and directs division

oper ati ons with respect to per sonnel and equi prment .
Participates in setting managenment policies, goals, and
obj ectives for the division. Conducts inspections of the

assi gned division, evaluates the effectiveness of the division
foll owi ng i nspection, and takes appropriate action to correct or

i nprove problem areas. G ves reports, offers advice, nmakes
recomendati ons, and keeps infornmed of local trends that nay
af f ect the conmuni cations di vi si on. Partici pates in

interviewing prospective enployees, and nmkes enploynent
reconmendat i ons.

Del egates authority to subordinates for the nore effective
operation of the division. Holds nmeetings with subordinates for
t he purpose of receiving reports or dissem nating information,
including changes in FCC regulations, | aws, t echni cal
devel opnents, new departnental policies, and related nmatters.
| nspects the appearance of subordinate enployees and assigns
wor k schedul es, seeing that each shift is properly manned.
Eval uates the work perfornmance of subordi nates, discusses each
subordinate’s performance with himher, wites evaluation
reports, and reports on such to superiors when required.
Counsel s enployees who are experiencing work problens and
resol ves enpl oyee conpl ai nts and gri evances. Provides technical
assi stance to subordi nates when needed. Mai nt ai ns di scipline
anong enpl oyees of the division. Makes a daily personnel report
to a designated departnent official
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Perfornms and supervises enployees perform ng comrmunications
duties including conmputer aided dispatching (CAD), entering
caller’s information into conputer, dispatching the appropriate
unit(s), keeping track of each firefighting unit at all tines,
and contacting all designated groups or individuals of all
wor king fires. Ensures that messages are relayed to and from
enmergency units, fire departnment personnel, and the fire scene.
Oversees the receipt of alarnms fromprivate al arm systens, non-
fire emergency calls, and non-energency calls and ensures that
all departmental procedures for handling such matters are
fol | owed.

Sees that subordinates receive necessary formal training.
Personally provides both formal training and "on-the-job"
instruction in the operations of communications equi pment and
rel ated areas and prepares material for use in training.

Provides for and ensures that accurate division records are
mai nt ai ned. Devel ops new fornms or revises old ones in order to
i mprove accuracy and efficiency of docunmentation. Wites
letters in answer to requests addressed to the conmunications
division or letters needed to address other needs of the
division. Gathers information to be used in conpiling budgets.
Personal ly conpletes forms and records required.

Handl es conplaints from the public concerning problenms in the
conmuni cations division. Answers questions on departnent
procedure when requested of refers questioners to designated
aut hority.

Supervises the general care, mai nt enance, and use of
departnmental comruni cati ons equi pment. Tests equi pment such as
fire telephones, radios, public address systens, recording
systenms, and i ndividual paging devices. Provides for the repair
of mal functioning equi pment according to departnent procedures
and i nspects equi pment after repairs to see that repairs were
properly acconplished. Provides for the purchase and storage of
all supplies and equi pmrent needed by the division. Reviews and
signs purchase requisitions, vouchers for paynent, or related
financial records and sees that they are submtted to the proper
aut hority.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynent, but before beginning work in this
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class, mnust pass a nedical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninum that the
applicant has nmet the mnimum high school graduati on
requirenments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenmentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.
Must possess at least four (4) years of full-time work

experience as a dispatcher within a communications division of
a fire departnent.
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